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This instruction implements AFPD 36-28, Air Force Awards and Decorations Program and AFI
36-2805, Special Trophies and Awards for 36th Wing and Team Andersen members. It
establishes policies, procedures and provides recognition for outstanding military and civilian
members who demonstrate exceptional duty performance, personal character, integrity, initiative,
and effort to improve themselves, as well as enhance their unit's efficiency and effectiveness.
Additionally, the program provides guidelines to recognize deployed-in personnel supporting
Team Andersen’s mission. Ensure that all records created as a result of processes prescribed in
this publication are maintained in accordance with Air Force Manual (AFMAN) 37-123,
Management of Records, and disposed of in accordance with Air Force Web-RIMS Records
Disposition Schedule (RDS). Public Law 104-13, The Paperwork Reduction Act of 1995 and
AFI 33-360, Volume 2, Content Management Program-Information Management Tool (CMP-
IMT), affect this publication. The use of the name or mark of any specific manufacturer,
commercial product, commodity, or service in this publication does not imply endorsement by
the Air Force. Refer recommended changes and questions about this publication to the Office of
Primary Responsibility (OPR) using the AF IMT 847, Recommendation for Change of
Publication; route AF IMT 847s from the field through the appropriate chain of command.

SUMMARY OF CHANGES

This rewrite updates and clarifies requirements and categories for the 36th Wing and Team
Andersen awards. This document is substantially revised and must be completely reviewed.
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1. Overview

1.1. This publication is being established in order to provide a base-level program to
recognize outstanding achievement and performance by assigned personnel. There are two
levels of awards, 36th Wing (36 WG) and Team Andersen.

1.1.1. Team Andersen includes all units assigned to Andersen Air Force Base regardless
of service affiliation. For the purpose of this instruction, all units are part of Team
Andersen and will be classified as Mission Partners (MPs).

2. Responsibilities

2.1. The 36th Wing Commander (36 WG/CC) has final approval authority over all board
recommendations:

2.2. The 36" Wing Vice Commander (36 WG/CV) will:
2.2.1. Determine board members for Company Grade Officer (CGO) selection boards.
2.2.2. Establish date, time, and location of CGO selection boards.

2.2.3. Manage the base civilian awards program through the Base Civilian Personnel
Office’s Civilian Personal Flight Support Section (36 FSS/FSMC).

2.2.4. Provide a list of civilian nominees and board selection results to the 36" Wing
Command Chief’s Executive Assistant (36 WG/CCCE) and 36" Wing Commander’s
Executive Officer (36 WG/CCE).

2.3. The 36™ Wing Command Chief Master Sergeant (36 WG/CCC) will:
2.3.1. Manage the Recognition Program.
2.3.2. Publish a schedule of enlisted boards and board members.
2.3.3. Publish a schedule award ceremony committee chair and committee co-chair.
2.3.4. Schedule date, times and locations for board pre-brief.

2.3.5. Notify each group superintendent or tenant superintendent or their designee and
the board presidents of dates, times and location boards will convene.

2.3.6. Ensure board members are briefed on procedures before the convening date.
Provide the board president a list of all board members.

2.3.7. Review signed board president score sheet and all signed board members score
sheets for accuracy and completeness.

2.4. The 36th Wing Command Chief’s Executive Assistant (36 WG/CCCE) will:

2.4.1. Coordinate with 36 WG/CCC to determine dates of the Team Andersen Quarterly
Awards Ceremonies and the Annual Awards Banquet.

2.4.2. Provide access to each nominee’s package, prior to the board convening.
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2.4.3. Coordinate with Public Affairs to announce the date, time and location of the
quarterly or annual awards recognition ceremony/banquet. Ensure appropriate publicity
is accomplished through the base news media, base bulletin, and provide a hometown
news release to each award winner.

2.4.4. Serve as monitor on all matters pertaining to the overall Team Andersen
Recognition Program.

2.4.5. Review signed board president score sheet and all signed board members score
sheets for accuracy and completeness.

2.4.6. Procure awards for each winner and obtain appropriate engraving, validate award
winner names with signed board president score sheet.

2.4.7. Review ceremony script, validate award winner names with signed board
president.

2.4.8. Prepare congratulatory letters and certificates for signature by 36 WG/CC and 36
WG/CCC when applicable, validate award winner names with signed board president
score sheet.

2.4.9. Extend invitations to civilian community distinguished visitors (DVs) for the
Team Andersen quarterly and annual award ceremonies and banquet.

2.4.10. Contact all on and off-base organizations supporting the awards program,
confirm their attendance/non-attendance.

2.4.11. Ensure Group Executives or Superintendents schedule their winners for photo
appointments (two 8x10 color each). Post photos on the awards recognition boards.

2.5. The Board President will:

2.5.1. Contact each board member to notify them of the date, time and place the board
will convene.

2.5.2. Ensure board members use the 36 WG score sheets to determine winner.

2.5.3. Score and rank the packages in case a tie occurs and to address any board member
questions/concerns.

2.5.4. Ensure board members reconcile/rack and stack their own score sheets to prevent
ties.

2.5.5. Collect and review all signed score sheets. Ensure all nominees were given a fair
and equitable evaluation and then record/annotate on the Board President’s Master Score

Sheet.

2.5.6. Advise board members not to reveal the results of the board prior to the
announcement at the awards ceremony.

2.5.7. Rank each nomination package on the Board President Master Score Sheet. The
rankings provided will be solely based on the review of each package. The board
president’s scores are only used as a tiebreaker, if required.

2.5.8. Upload signed president score sheet and all signed board members score sheets to
the 36 WG/CCC Awards Sharepoint site.
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2.5.9. Serve as mentor to the Awards Ceremony Committee, attend all practices and final
event.

2.6. The Awards Ceremony Committee will:

2.6.1. Pick-up continuity binder five weeks prior to awards ceremony or access
documents needed from the 36 WG/CCC Sharepoint site.

2.6.2. Contact and confirm appropriate support from the Honor Guard, Public Address,
Venue owning agency, Public Affairs, etc., for each event.

2.6.3. Provide experienced and vetted narrator by a Chief Master Sergeant (CMSgt).

2.6.4. Prepare the script and program for each event. Provide a draft of each for 36
WG/CCC review no later than 7 duty days prior to event.

2.6.5. Coordinate uniform/dress requirements, rehearsal times, and general information
with all nominees and unit First Sergeants.

3. Recognition Period and Award Timelines

3.1. Quarterly awards periods are 1 January through 31 March (1st Qtr), 1 April through 30
June (2nd Qtr), 1 July through 30 September (3rd Qtr), and 1 October through 31 December
(4th Qtr). The annual awards period is 1 January through 31 December.

3.2. Each Group will submit no more than one nomination per category to 36 WG/CCCE
and courtesy copy the 36 WG/CCE via softcopy (e-mail), as applicable.

3.3. Quarterly nomination packages are due as stated in the Team Andersen
Quarterly/Annual Awards Schedule memorandum which is distributed by the 36 WG/CCC.

3.4. Enlisted packages received after the suspense without prior approval/coordination with
the 36 WG/CCC will be returned without action.

3.5. Officer/Civilian  packages received after the suspense  without prior
approval/coordination with the 36 WG/CV will be returned without action.

3.6. Award winners will be announced at the Quarterly or Annual Awards Ceremonies.
4. Award Categories.
4.1. Airman of the Quarter/Year: Airmen in grades E-1 through E-4.
4.2. Noncommissioned Officer (NCO) of the Quarter/Year: NCOs in grades E-5 and E-6.

4.3. Senior Noncommissioned Officer (SNCO) of the Quarter/Year: SNCOs in grades E-7
and E-8 (excluding E-9s and E-9 selects).

4.4. First Sergeant of the Year: First Sergeants who have graduated from the USAF First
Sergeant’s Academy, awarded the 8FO00 AFSC and are currently performing duty in the
capacity of first sergeant. NOTE: The First Sergeant category will be an annual award
category only.

4.5. Company Grade Officer (CGO) of the Quarter/Year: CGOs in grades O-1 through O-3.

4.6. Team Andersen Civilian of the Quarter/Year, Category I: Grades GS-1 through GS-6,
WG-1 through WG-11, WL-1 through WL-5, WS-1 through WS-7, NF-1 and NF-11, CC-1
through CC-5, NA-1 through NA-11, NL-1 through NL-5, and NS-1 through NS-7.
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4.7. Team Andersen Civilian of the Quarter/Year, Category Il: Grades GS-7 through GS-10,
WG-12 through WG-15, WL-6 through WL-14, WS-8 through WS-13, NF-11lI, NA-12
through NA-15, NL-6 through NL-14 and NS-8 through NS-13.

4.8. Team Andersen Civilian of the Quarter/Year, Category Ill: Grades GS-11 and above,
WS-14 and above, NF-1V, WL-15 and above, NL-15 and NS-14 and above.

4.9. Team Andersen Honor Guard Member of the Quarter/Year: Honor Guardsmen who
have completed initial training and are active members of the Base Honor Guard.

4.10. Volunteer of the Quarter/Year: Any Team Andersen, civilian employee, spouse, family
member or retiree is eligible. Please route the package through your host squadron and/or
group.

4.11. Team of the Quarter/Year: Military or Department of Defense (DoD) civilian assigned
to Team Andersen. In order to compete, the team must consist of between two and fifteen

eligible candidates. Exception to policy requests should be routed to the 36 WG/CCC office
for consideration.

4.12. Dormitory room of the quarter: Any eligible room on base.

4.13. Dormitory of the quarter: Saipan Hall, Rota Hall, Palau Hall, Tinian Hall, and Kosrae
Hall.

4.14. Team Andersen Quarterly/Annual Award: Will be given when the winner is assigned
to a MPs. This applies to the E-1 to E-4, E-4 (Noncommissioned or Petty Officer) to E-6, E-
7 to E-8 and O-1 to O-3 categories only.

4.15. The 36 WG Annual military winners in Airman, NCO, SNCO, First Sergeant, CGO
and Honor Guard will be nominated to 11 AF for PACAF annual award consideration. Only
the Airman, NCO and SNCO are eligible to compete for the Air Force 12 Outstanding
Airmen of the Year (OAY) Program (Ref: AFI 36-2805, Special Trophies and Awards).
First Sergeant will compete for Air Force Sergeant Association (AFSA) First Sergeant of the
Year Award. CGO will compete for PACAF CGO of the Year Award.

5. Nomination Eligibility

5.1. Military nominees with any negative quality force indicators at any time during the
award period are not eligible. Example of negative quality force indicators include but are
not limited to:

5.1.1. Control roster

5.1.2. Open or active UIF

5.1.3. Article 15

5.1.4. Under criminal investigation

5.1.5. Failed PT test, is non-current or did not meet PT standards.

5.1.6. Professional appearance and/or military image does not meet standards.

5.1.7. Enlisted members must have possessed an Air Force specialty skill level
commensurate with grade, or have demonstrated outstanding performance in an approved
retraining program during the award period.
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5.2. Civilian nominees must meet performance standards, not have had disciplinary action(s)
pending or taken during the award period and must have received an acceptable performance
appraisal.

5.3. Nominees in the Quarterly and Annual categories must be assigned (i.e. not deployed or
Temporary Duty Assignment (TDY)) to or associated with Andersen Air Force Base (AFB)
for one-half or more of the nomination period. Deployed-in members are eligible for the
monthly award program, see paragraph 11 for more information.

5.4. Members who deployed for more than half of the time period are considered on a case
by case basis for eligibility under the Team Andersen Recognition Program. For example,
members deployed to a location not possessing an awards program.

5.5. Personnel must have served in one of the applicable ranks or grades in paragraph 4.1.
through paragraph 4.8 of this instruction.

6. Grade and Unit Eligibility

6.1. Nominees will be nominated and compete in the unit they were assigned in for the
majority of the quarter/year and the rank or grade they possessed the majority of the
quarter/year.

6.2. First Sergeants will be nominated by their unit to the group they are assigned to as of the
nomination date and must have held the 8F000 Air Force Specialty Code (AFSC) for a
minimum of 6 months during the award period.

7. Nomination Procedures

7.1. The 36th Mission Support Group (36 MSG), 36th Medical Group (36 MDG), 36th
Maintenance Group (36 MXG), 36th Contingency Response Group (36 CRG), 36th
Operations Group (36 OG), 36th Wing Staff Agencies (WSA), which includes 36th
Comptroller Squadron may nominate one individual in each category to be considered by the
quarterly and annual boards for the Andersen Recognition Program. NOTE: The 734 AMS
Chief Enlisted Manager (CEM) or designated representative will manage the process for the
MPs.

7.2. For the Team Andersen Award, groups/units will establish procedures to nominate and
select winners in compliance with the guidelines established in AFI 36-2805 and this Ol.
Exceptions include but are not limited to conducting physical boards in conjunction with AF
Form 1206s to determine winners within the group and squadron.

7.3. Nomination packages flow from individual squadron or unit selection boards, through
group level boards (where applicable), and then to Team Andersen boards. MPs nominees
will compete as a group before being eligible for the Team Andersen boards. Packages will
be uploaded to the 36 WG/CCC Sharepoint Site. For permissions, please coordinate with the
WG/CCCE.

7.4. Honor Guard Officer in Charge (OIC) / Noncommissioned Officer in Charge (NCOIC)
will select and submit quarterly/annual winners and submit to WG/CCCE by suspense date.

7.5. Volunteer of the quarter/annual packages will be uploaded to the WG Sharepoint site by
the Group/WSA and then reviewed by Team Andersen board chaired by the Airman and
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Family Readiness Center (A&FRC). A&FRC will review packages and establish a winner,
then submit to WG/CCCE.

Table 1. Airman/NCO/SNCO- Predetermined Panels/ 36 WG/CCC.

Airman/NCO/SNCO- Predetermined Panels/ 36 WG/CCC
Company Grade Officer Q/Y - 36 WG/CV

Civilian Of the Q/Y CAT Il/1l/111 - 36 WG/CV

Team of the Q/Y — 36 WG/CCC

Honor Guard Member Q/Y - HG OIC/NCOIC

Volunteer Q/Y - 36 FSS/CC

Dormitory Room/Dormitory of the Quarter —
WG/CCC/CCFs

First Sergeant of the Year — 36 WG/CCC

8. Nomination Format.

8.1. Submit nominations on latest available version AF Form 1206, Nomination for Award.
NOTE: Entries on the AF Form 1206, Nomination for Award will address events which
occurred during the award period only. Events listed outside the award period are
disqualified.

8.2. Document each quarterly enlisted nomination in accordance with attachment 2, using 10
lines (including headings, with no added text after the headings) for quarterly submissions;
and submit annual nominations in accordance with Outstanding Airmen of the Year
nomination procedures for E-1 to E-8 categories, AFSA for First Sergeant of the Year Award
category and PACAF CGO of the Year Award for CGO category, see attachment 5.

8.3. Document each quarterly CGO nomination in accordance with attachment 3, using 9
lines (including Headings, with no added text after the headings) for quarterly submissions.

8.4. Document each quarterly civilian nomination in accordance with attachment 4, using 14
lines (including headings, with no added text after the headings) for quarterly submissions;
and annual nominations in accordance with PACAF Civilian of the Year nomination criteria.

8.5. Document each Team nomination IAW attachment 8, using 10 lines for quarterly
submissions and 15 lines for annual submissions.

8.6. Document each Volunteer nomination IAW attachment 9, using 5 lines for quarterly
submissions and 10 lines for annual submissions.

8.7. The use of an acronym legend on the AF 1206 for the Team Andersen Awards Program
is prohibited, use clear and jargon free language.

8.8. The following headings will be used:

8.8.1. Job Performance in Primary Duty (for CGO/Enlisted), Job Knowledge and Duty
Performance (for civilians).

8.8.2. Leadership and Followership (for CGO/Enlisted).
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8.8.3. Whole Airman Concept (for Enlisted), Other Accomplishments (for civilians).
NOTE: Officers will not use this header.

8.8.4. The Team and Volunteer submissions does not require a heading.

9. Personal Interview Procedures.

10.

9.1. If required by Higher Headquarters or as determined by the 36 WG/CCC members will
meet a personal interview board unless unavailable due to TDY/deployment or scheduled
leave. All absences must be pre-excused/pre-approved by the 36 WG/CCC. The personal
interview board results will be included in the final scoring if all of the nominees are
available to meet the board.

Selection Board Compositions.

10.1. The 36WG/CCCE will solicit president/board members from the schedule outlined in
36 WG Quarterly/Annual Awards Program Memorandum. Names of quarterly/annual board
members are due by 1200 hours in accordance with the Team Andersen Quarterly/Annual
Awards Schedule memorandum. The 36 WG/CCC will publish the schedule
Quarterly/Annually. NOTE: For CGO/Civilian boards, please reference paragraph 2.2.

10.2. The boards are comprised of Field Grade Officers (FGO), General Officers (GOs),
SNCOs, NCOs and civilians (WG/WS/GS-11) assigned to or associated with Andersen AFB
and President/members are prescribed as follows:

10.2.1. Airman: One SNCO (minimum SMSgt) will serve as the Board President, and
two SNCOs (E7) and two NCOs (E6) will serve as board members. NOTE: A CMSgt
will preside over the Annual Awards Board.

10.2.2. NCO: One SMSgt will serve as the Board President, and 4 SNCOs (E7 or ES8s)
will serve as board members. NOTE: A CMSgt will preside over the Annual Awards
Board.

10.2.3. SNCO: The 36 WG/CCC or designated representative will serve as the Board
President and three CMSgts will serve as board members.

10.2.4. CGO: One Field Grade Officer (04 through O6) from each group/mission
partners.

10.2.5. First Sergeant of the Year: The 36 WG/CCC or designated representative will
serve as the Board President and Group Superintendents will serve as board members.

10.2.6. Civilian: A chairperson in the grade of Major (O-4) or civilian GS/GM-12 or
above, the Civilian Personnel Officer, and two group representatives in the grade of O-3
or O-4, civilian GS-12 or above, or a civilian supervisor in the grade of GS-11.

10.2.7. The Honor Guard OIC or NCOIC will follow established Honor Guard
procedures.

10.2.8. Volunteer: The 36 FSS/CC will serve as the Board President and the A&FRC
Volunteer Coordinator, A&FRC Section Chief, a CMSgt representative and a First
Sergeant Representative will serve as board members.

10.2.9. Team: The 36 WG/CCC or designated representative will serve as the Board
President and three CMSgt will serve as board members.
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Board Evaluations.

11.1. CGO, SNCO, NCO, Airman, First Sergeants, Team, Volunteer and Civilian Category
Board members will use the score sheet, attachment 10, to rate the individual nomination
packages.

11.2. CGO, SNCO, NCO, Airman, First Sergeants, Civilian, Volunteer and Team score
sheets are reviewed by the board president. All scores are recorded on the board president’s
master score sheet, attachment 11. When the board has concluded, the board president will
upload results to the Awards Sharepoint Site to include the signed board members and
president score sheets.

11.3. The Board President will present questionable entries to the 36 WG/CCC for
disposition.

11.4. Award winner selection will be determined by merit rank order standing, with the final
approval made by the 36 WG/CC.

Monthly Awards Program for Members Deployed To Andersen.
12.1. Award Categories:

12.1.1. Company Grade Officer (CGO): O-1 to O-3.

12.1.2. Senior NCO (SNCO): E-7to E-8.

12.1.3. Noncommissioned Officer (NCO): E-5 to E-6.

12.1.4. Airman (Amn): E-1to E-4.

12.1.5. Team of the Month: 2 — 15 personnel constitute a team.
12.2. Award Periods: Monthly.
12.3. Nomination Requirements:

12.3.1. Must be an AF members assigned to Andersen Air Force Base in a deployed-in
(non-permanent party) status.

12.3.2. Served in one of the applicable ranks or grades at least half of the nomination
period.

12.3.3. Meet quality force standards and presents a professional military image.
12.4. Nomination Procedures:

12.4.1. Each group (WSA, CRG, OG, MXG, MDG, and MSG) with deployed-in
members may submit one nominee per category per month to 36 MXG Superintendent
not later than the 8th day of the month following the award period. For example,
September monthly awards are submitted by 8 October.

12.4.2. Each nomination package will be submitted on an AF Form 1206, not to exceed 6
lines. Bullets must pertain to the award period.

12.4.3. No headings are required; however, bullets should focus on actions, results,
impact, etc., related to leadership, self-improvement and base or community involvement.
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13.

12.5. Selection Process:
12.5.1. Enlisted and team boards are AF Form 1206 only.

12.5.2. The board president will select voting board members (SNCOs) from each unit
represented for the award period. Board members will provide feedback on the score
sheet to the board president.

12.5.3. The board president will provide packages to board members. Members will
score packages and return to the board president. Use of electronic board is encouraged.

12.5.4. CGO packages: Each squadron commanders (or designated rep) will serve as
board members.

12.6. The 36 MXG Superintendent collects score sheets and converts the totals into a
composite board ranking of the nominee. In the event of a tie, the president serves as the tie
breaker.

12.7. Ceremony:.

12.7.1. If deployment dates permit, the Wing Commander and Wing Command Chief
Master Sergeant or designees will recognize the winners at the Wing Promotion and
Recognition Ceremony.

12.7.2. If the deployment terminates prior to the wing ceremony, the announcement and
award presentation is accomplished by the appropriate Group Commander.

12.7.3. Award winners receive a certificate signed by 36 WG/CC and 36 WG/CCC.
Team Andersen Best (TAB) Weekly Awards Program.

13.1. The weekly Team Andersen’s Best Award recognizes outstanding performance of
military and government employed civilian assigned or deployed to Team Andersen.
Selected winners would not be considered for nomination within the same category for a 12
month period (1 January through 31 December).

13.2. Basic Qualification Criteria: Meet all quality force indicators listed above.
13.3. Nomination/Selection Criteria:

13.3.1. Each Group will only submit one nomination for the military/civilian Team
Andersen’s Best award category during their designated week.

13.3.2. Rotation is determined by 36 WG/CCC and a memo will be distributed yearly.
13.4. Specific responsibilities are as follows:
13.4.1. The Group Superintendent/Senior Enlisted Leader will:
13.4.1.1. Ensure all nominees meet the eligibility criteria established in policy letter.

13.4.1.2. Ensure information is properly formatted and submitted to the 36
WG/CCCE by 1200L Monday of the designated week.

13.4.2. The 36 WG/CCCE will:
13.4.2.1. Send out request for nominees to designated Group Superintendent.



12

36WGI36-2801 12 FEBRUARY 2018

13.4.2.2. Print out certificate for nominee.

13.4.2.3. Arrange for 36 WG/PA to meet 36 WG/CC & 36 WG/CCC at designation
of the nominee.

13.4.3. WG/PA will: Meet the 36 WG/CC & 36 WG/CCC at designated location.

DOUGLAS A. COX, Brigadier General, USAF
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

Adopted Forms
AF Form 1206, Nomination For Award

Abbreviations and Acronyms

AFSA—AIr Force Sergeants Association
AMS—Air Mobility Squadron
CCE—Commander’s Executive Officer
CCCE—Command Chief Executive Assistant
CGO—Company Grade Officer
CRG—Contingency Response Group
DoD—Department of Defense
DV—Distinguished Visitor

HSC 25—Helicopter Sea Combat 25
MPs—Mission partners

MSG—Miission Support Group
MXG—Maintenance Group
NCOIC—Noncommissioned Officer in Charge
OG—Operations Group

OIC—Officer in Charge

POC—Point of Contact

PTDY—Permissive Temporary Duty Assignment
WSA—Wing Staff Agency

WG—Wing

12 OAY—12 Outstanding Airman of the Year

36 FSS/FSMC—36th Force Support Squadron Civilian Personnel Flight
36 WG/CC—36th Wing Commander

36 WG/CCC—36th Wing Command Chief

36 WG/CV— 36th Wing Vice Commander

69 RG, Det 1—69th Reconnaissance Group, Detachment 1
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Attachment 2
SAMPLE MILITARY QUARTERLY AF FORM 1206

Figure A2.1. Sample Military Quarterly AF Form 1206.

RD
[ AvaRn CATEGORY [ Apsieabies O PERIOD
[Team Andersen Quarterly Award Mi itary : h)I)\l{)\z‘r'R'IJlJM{)NYR

RAMNEMNAME OF MOMINEE (Fist, ot (miad, Lasr MAMCCS, FOR OR DR

SSgt/John E. Doe PACAF

DAFSSDUTY TITLE HOMNEE'S TELEFHONE (D3A & Commaral

As indicated above DDEM: NNM-NNNN & COMM: (NNN) XXM-MNNNX

[ HITASFFICE SYMBOL/STREEY ADURE S BACE /S TATEL P CODE
As indicated above

RANFMAME OF UNIT COMMANDER (First, Mickdie inial Las,COMMANDER'S TELEPHONE (DEN & Commerd

Col/Jane E. Doe/DEN: XXX-XNANN & COMM: (XXX) KXN-XXXX

[SPECIFIC ACCOMPLISHMENTS (Use single- speced, bulel

JOB PERFORMANCE IN PRIMARY I)UT‘L’ Describe significant accomplishments and how well the
member performed assigned primary and additional duties. Define the scope and level of responsibilities and
the impact on the mission and unit. Include any new inftiatives or technigues developed by the member that
postively impacted the unit and/or the mission. Show how the member developed or improved skills relmed 1o
prmary duties; ¢.g., formal traming. Carcer Development Course enrollment or completion, On-the-Job
Traming, and so forth. Include results of Aar Force, MAJCOM, and Numbered Adar Force-level inspections and/
or evaluations, Include awards received; e.g.. NOO of the Quaner, Maintenance Professional of the Year, and

s0 forth

LEADERSHIP AND FOLLOWERSHIP: Define significant leadership and followership efforis outside the
scope of primary duties in the unit or workplace. Describe efforts to train others, and the impact of the
member's actions to create a caring, respectiul and dignified environment. Include resource utilization efforts
including time management, egquipment, manpower and budget. Include actions to enforce or raise personal and
professional standards, including Miness, dress and appearance, customs and courtesies and professional
conduct standards

WHOLE AIRMAN CONCEPT: Define the scope and impact of the member’s effort to promote camaraderie,
embrace esprit de corps, and act as an Air Force ambassador, including positive leadership and involvement in
both the military and civilian community. Include leadership, membership, or participation in unit advisory
councils, profeszional military organizations, associations, and events, Include any off-duty education or other
personal development; e.g.. class, course, centifications, degree enrollment and/or completion, grade point
average. Cite any other relevant training or activity that significantly enhanced the member's value az a military
citizen

Mote: Mistakes noted from last vears packages:

= Top portion of 1206 mcormect (use the example above)

= Heading errors (use the ones provided abowve)

- Headings should alwavs be in upper case (capitalized)

= 30 tvpewritten lines (Annual ONLY ) (including headers and headers are 1o stand alone from the bullets)
- Bulleis need to begin below headers

- Check spacing within bullets and at the beginning of the bullet

= Check for mispellings

- Be consistent with abbreviations throughout 1206

- Do not List acronyms in the information portion of the 1206

= Mo Gender Specific - Proper verbiage should be " Airmen” vs males or females

AF FORM 1206, 20120926 PREVICALS EDITRONS ARE OBIOLETE FOR OFFICIAL usi ONLY  (When Bbed in)
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Attachment 3
SAMPLE OFFICER QUARTERLY AF FORM 1206

Figure A3.1. Sample Officer Quarterly AF Form 1206.

SMINATION FOR Rl
AR A oy AR D PRI
Team Andersen Quarterly Award E‘?ﬁ?ﬂﬂﬁ' |}I}MID{T.E'HPIE-D!)M(}NTR

RAMHFHAM E OF HOMINEE (Fast, Madie inbal Lessh MAIC TN, FOh, OR DRU
S5t John E. Doe PACAF

TAF SEATUTY TITLE FCMHEE S TELEPIGHE [DEN & Commercal

As indicated above DEN: XNNN-MNNNX & COMM: (NNN) NNX-MNNX
As mdicated above

RANFNAME OF UMIT COMMANDER (First, Middie inti] Les/COMMANDER S TELEPHONE (DEN & Commercial

Col/Jane E. Df&?‘[)SN: B e e e o o ﬂ'. COMM: (XN XN -NNNN

EPEC IFIC ACCOMPLISHMEN T (Lise sirghe spaced, bubel
JOB PERFORMANCE IN PRIMARY ])['I l"l. Desceribe significant accomplishments and how well the

member performed assigned primary and additional duties. Define the scope and level of responsibilities and
the impact on the mission and unit. Include any new initiatives or techniques developed by the member that
ru.u-ulm.lv impacted the unit and/or the mission. Show how the member developed or improved skills related 1o
primary duties; <.z, Fformal training. Carcer Development Course enrollment or completion. On-the-Job
Training, and so forth. Include results of Air Force, MAJCOM, and Numibered Air Force-level inspections and/
or evaluations, Include awards received: e.g.. NCO of the Quarter, Maintenance Professional of the Year, and
w0 Forth

LEADERSHIP AND FOLLOWERSHIP: Define significant leadership and followership efforis outside the
scope of primary duties in the unit or workplace, Describe efforts to train others, and the impact of the
member's actions to create a caring, respectful and dignified environment. Include resource utilization eiforts
including time management, equipmeaent, manpower and budget. Include actions to enforce or raise personal and
professional standards, including fitness, dress and appearance, customs and courtesies and professional
conduct standards

MNote: Mistakes noted from last vears packages:

= Top portion of 1206 meorrect (use the example above)

- Heading errors {us¢ the ones provided above)

= Headings should always be in upper case (capitalized)

- 30 typewrnitten lines {(Annual ONLY) (including headers and headers are to stand alone from the bullets)
= Bullets need 10 begin below headers

- Check spacing within bullets and at the beginning of the bullet

= Check for mispellings

- Be consistent with abbreviations throughowt 1206

= Do not list acronymz in the information portion of the 1206

- No Gender Specific - Proper verbiage should be "Airmen® vs males or females

AF FORM 1206, 20120926 FREVICUS BOITIORS ARE OBSOLETE FOR OFFICIAL USE ONLY (Vihen Sed in}
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Attachment 4
SAMPLE CIVILIAN QUARTERLY AF FORM 1206

Figure A4.1. Sample Civilian Quarterly AF Form 1206.

[~ AV ERD AVIAND PEMI
[Team Andersen Quarterly Awsand iEm‘fi T re-—r DDMONY R-DDMONYR

TAHFHAME OF NOMIMEE (Frst, Ml inbed, Last) AT O, FOA, OR DRU
RANK/FIRST MI LAST PACAF

DAFSCAUTY TITLE HOMINEE S TELEHONE (DEN & Commecial

DAFSC. DUTY TITLE OR N/A DEM: 315-XNM-NMNNMNCOMM: 6T 1-M - N

M) SQUOFFICE, UNIT XXXX, APO AP 0000000-0000 (must use mailing address to include correct Z1P+4)
RAMEMAME OF UNIT COMMANDER (First. Misols [nfisl] La @/ COMMANDERS TELEPHONE (DEN £ Commernad

RANK/FIRST MI LAST, DEN 3 IX-XXN-NAN & COMM: XX -2 NANN

SPECIFIC ACCOMPLISHMENTS (Lise siple snaced
JOB IMSCRIPTION (MO MORE Ill.-‘k"‘ql -4 I AMES) (WNOMN-GRAIDELD):

1OB KNOWLEDGE AND DUTY PERFORMANCE (5):

OTHER ACCOMPLISHMENTS(2):

AF FORM 1206, 20120926 FPREVIOUS EDITIONS ARE OBRSOLETE FOR OFFICIAL USE ONLY (When Siled in)
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Attachment 5
SAMPLE MILITARY ANNUAL AF FORM 1206

Figure A5.1. Sample Military Annual AF Form 1206.

R —
5017 12 Outstanding Airman of the Year Award iﬂfﬁ?ﬁﬂ Quse one) |1 Jan - 31 Dec 16

AR ELALAME OF MOMINEE (First Moicle Infad, Caest) MASCOM, FOA, OR DR

S5gtJohn E. Doe As indicated :lbovn:

DAFSCAUTY TITLE HOMINEE'S TELEPHONE (5N 8 Comumsn e

As indicated abowve IS NN =N & Ll".l\'lhi 0 e T e R e e

As indicated above

RAMKMHAME OF UNIT COMMANDER (First, Misdls Intial Lasf)/COMMANDERS TELEPHONE [DEN £ Commarsial
Col/Jane E. Doe/DSM: XOO-MNNN & '(.{)‘d\i' (OO OG-

EPECIFIC ACCOMPLISHMEN TE (Uise single- spaced, buliet

JOB PERFORMA \f.l- IN PRIMARY DI f']"l' Describe zignificant accomplishments and how well the
member performed assigned primary and additional duties. Define the scope and level of responsibilities and
the impact on the mission and unit, Include any new intiatives or technigues developed by the member that
positively impacted the unit and/or the mission. Show how the member developed or improved skills related 1o
primary duties; e.g., Fformal raming. Career Development Course enrollment or completion, On=the=Job
Tramning, and so forth. Include results of Air Force, MAJCOM, and Numbered Air Force-level inspections and/
or evaluations, Include awards received: e.g.. NOO of the Quarter, Maintenance Professional of the Year, and
w0 forth

LEADERSHIP AND FOLLOWERSHIF: Define significant leadership and followership efforts outside the
secope of primary duties in the unit or workplace. Describe efforis 1o train others, and the impact of the
member's actions o ereate a caring, respectful and dignified environment. Include resource utilization efforts
including time management, equipment, manpower and budget. Include actions to enforce or raise personal and
professional standards, including fitness, dress and appeasrance. customs and courtesies and professional
conduct standards

WHOLE AIRMAN CONCEPT: Define the scope and impact of the member's effort to promote camaraderie,
embrace esprit de corps, and act as an Air Force ambassador, including positive leadership and involvement in
both the military and civilian commumity, Include leadership, membership, or participation in umit advisory
councils, professional military organizations, associations, and events. Include any off-duty education or other
personal development: ¢.g.. class, course, centifications, degree enrollment and/or completion, grade point
average. Cite any other relevant training or activity that significantly enhanced the member's value as a military
cilizen

Mote: Mistakes noted from last vears packages:

= Top portion of 1206 incorrect (use the example above)

- Heading errors {use the ones provided above)

= Headings should always be in upper case (capitalized)

- 30 typewritien lines (including headers and headers are to stand alone from the bullets)
= Bullets need to begin below headers

= Check spacing within bullets and at the beginning of the bullet

= Check for mispellings

= Be consistent with abbreviations throughout 1206

- Do not list acronyms in the information portion of the 1206

= Mo Gender Specific - Proper verbiage should be "Adrmen™ vs males or females

AF FORM 1206, 20120926 PREIGUS BDITIONS ARE COSOLETE FOR OFFICIAL USE OMLY  (Vhen Wled in
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Attachment 6
SAMPLE MILITARY SNCO ANNUAL AF FORM 1206

Figure A6.1. Sample Military SNCO Annual AF Form 1206.

HOMINATION igﬁ AW ARD
23;; iz Outstanding Adrman of the Year Award ﬁ?\'{?ﬁ" o ' 1 Jam - 31 II}:L-.: 16

TANFHAME OF ROMINEE (Fral Mmds Inbe, Last WAICOM, FOA OR DRU

MSatJohn E. Doe As ndicated above

GAFECIOUTY TITLE HOMIMEE'S TELEFHOHE (DN § Commeniel

As indicated abowve IS MM -NNMN & COMM: (NN NNM-NNNX
[BL0]] I [ (]

As indicated above

RANEMHAME OF UNIT COMMANDER (Frsr. Mol infal Las/COMMANDE RS TELEPHONE (DEN £ Commenal
Col/Jane E. Doe/IMEM: MNINN-MMMNMN & COMM: (NON) NNM-MMNNN
SPECIFIC ACCOMPLISHMEN TS (Lise single-spaced, bulel forrmmet)

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY: Deseribe gignificanmt accomplishiments and|
how well the member performed assigned primary and additional dutics, Define the scope and level of
ms],'k'u'mi:hili:liq:x and the il'l!lpm.:t an the mision and unit, Include any new milialives or 'h:vl.:hﬂ:iqhq::s dc'\'gh:f!-cd hI\.'
the member that positively impacted the unit and/or the mission, Show how the member developed or
mproved skills related 1o primary duties: e.gz.. formal tramming. Carcer Development Course enrollment or
completion. Un-the-Job Training. and so forth. Include results of Air Force, MAJCOM, and Numbered Aar
Force-level inspections and/or evaluations. Include awards received; e.g.. NOCO of the Ouarter, Maintenance
Professional of the Year, and so Forth

WHOLE AIRMAN CONCEPT: Define the scope and impact of the member's effort to promote camaraderie,
embrace esprit de corps, and act as an Air Force ambassador, including positive leadership and involvement in
both the military and civilian community. Include leadership, membership. or participation in unit advisory
councils, professional military organizations, associations, and events. Include any off-duty education or other
personal development: e.g.. class, course, centifications, degree enrollment and/or completion, grade point
average, Cite any other relevant training or activity thai significanily enhanced ithe member's value as a military
cilizen

Mote: Mistakes noted from last vears packages:

- Top portion of 1206 incorrect {use the example above)

= Heading errors (use the ones provided above)

- Headings should always be in upper case (capitalized)

= 30 tvpewritten lines (imcluding headers and headers are to stand alone from the bullets)
- Bullets need 1o begin below headers

= Check spacing within bullets and at the beginning of the bullet

- Check for mispellings

- Be consistent with abbreviations throughout 1206

= Do not list acroenyms in the information portion of the 1206

= Mo Gender Specific = Proper verbiage should be "Airmen™ vs males or females

AF FORM 12068, 20120926 PREVICUS EDITIONS ARE CBSOLETE FOR QFFICIAL USE ONLY (VWhen Rled in)
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Attachment 7
SAMPLE MILITARY FIRST SERGEANT ANNUAL AF FORM 1206

Figure A7.1. Sample Military First Sergeant Annual AF Form 1206.

2017 F‘irst Sergeant of the Year Award I; rﬁmv oA ,_l jan ?S‘f'f’i-c 16
RANKMNAME OF NOMINEE (First. Mioie Intiw, Lest) MAICOM. FOA, OR DRU

MSgt/John E. Doe Iz\s indicated above

[DAFSC/IDUTY TITLE NOMINEE'S TELE € (DSN & Commercien

As indicated above DSN: 225-2222 & COMM: (402)225-2222

I [

As indicated above
RANK/NAME OF UNIT COMMANDER (Frst. M Intiel, Las)/COMMANDERS TELEPHONE (DSN & Commercid
Col/Jane E. Doc/DSN:

SPECIHIC ACCOMPLISHMEN TS (Use single-spaced. bullel formet)

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY: Describe significant accomplishments and|
how well the member performed assigned primary and additional duties. Include efforts to lead and produce
timely, high quality/quantity mission-oriented results, Define the scope and level of responsibilities and the
impact on the mission and unit. Include any new initiatives or techniques developed by the member that
positively impacted the unit and/or the mission. Show how the member developed or improved skills related to
primary duties; ¢.g., formal training, Carcer Development Course enrollment or completion, On-the-Job
Training, and so forth. Include results of Air Force, MAJCOM, and Numbered Air Force-level inspections and/
or evaluations. Include awards received: ¢.g., NCO of the Quarter, Maintenance Professional of the Year, and
so forth.

S5

WHOLE AIRMAN CONCEPT: Define the scope and impact of the member’s effort to promote camaraderie,
embrace esprit de corps, and act as an Air Force ambassador, including positive leadership and involvement in
both the military and civilian community. Include leadership. membership, or participation in unit advisory
councils, professional military organizations, associations, and events. Include any off-duty education or other
personal development: ¢.g., class, course, centifications, degree enrollment and/or completion, grade point
average. Cite any other relevant training or activity that significantly enhanced the member's value as a military
citizen.

Note: Mistakes noted from last yvears packages:

- Top portion of 1206 incorrect (use the example above)

- Heading errors (use the ones provided above)

- Headings should always be in upper case (capitalized)

- 30 typewritten lines (including headers and headers are to stand alone from the bullets)
- Bullets need to begin below headers

- Check spacing within bullets and at the beginning of the bullet

- Check for mispellings

- Be consistent with abbreviations throughout 1206

= Do not list acronyms in the information portion of the 1206

- No Gender Specific - Proper verbiage should be "Airmen” vs males or females

AF FORM 1206, 20120926 IOUS EDITIONS A ETE FOR OFFICIAL USE ONLY (Whan hled in)
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Attachment 8
SAMPLE TEAM OF THE QUARTER AF FORM 1206

Figure A8.1. Sample Team of the Quarter AF Form 1206.

AARD ] ] CATEQORT (¥ ABDUCADE] AVAND FERIDD

Team of the Quarter/Year (whichever applicable) N/A |Dnmm,nmnm
OF MOSINED (Feral Licde MvSe Lety NAMCOAE, FOA, DR DR

Team Name PACF

DAFDCIOUTY TITLE NOANNEDET TELEF=SOMNE [DEN £ Commereis]

INFA s 3120002000 & COMM: 2000000300

(ORI FEE EYUSL A TRENY AECRISERASE STATE IR E50E

00 SQ/OFFICE, Unit X3000, APO AP 000000-0000 (must use mailing address to include correct ZIP+4)
E OF LT mmmw:mumnam

Rank/First MI Last, DSN: 31 X-2000-3000 & COMM: 2000-2000-2000K

SPESINE ASCOUPLISHMENTS (LiSe SMe-S08080, Butis e wmal

INSTRUCTIONS:

LIMITED TO 10 LINES FOR QUARTERLY AWARDS AND 15 LINES FOR ANNUAL AWARDS
BULLET FORMAT MANDATORY

ACRONYM LEGEND IS PROHIBITED

INDIVIDUALS INVOLVED AND DAYS ASSIGNED:
Last Name, First Mame, MI, Fanlk; 33X days

MNOTE: After sipnificant accomplishments are documented include a listing of team members and days
assagned to team. (Listing of team members does not count toward 10/15 line requirement)

AF FORM 120&, 201200926 PREVEDID EDITIOND ARE DBDDLETE FOR OFFICIAL USE ONILY  {Wenen filea in)
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Attachment 9
SAMPLE VOLUNTEER AF FORM 1206

Figure A9.1. Sample Volunteer AF Form 1206.

21

ATARD CATEGQRY (1T Appacage) ARARD PERICD
olunteer of the Quarter/Year (whichever applicable) iN.FA DDMONYE-DDMONYE
mwm_.mmaﬁqm RAASCOES, FOU, DR DR
irst MI Last

PACF
GAFSCIOUTY TITLE NCARNEET TELEFrONE (D3N & Commertian
AFSC, Title or N/A  3IX-XOO-30000 & COMME: 3000200030008
00 SQYOFFICE, Unit 3300 APO AP 000000-0000 (must use mailing address to inclade comrect ZIP+4)

FANEUMAME OF USIT COMMANDER (Firzf, WNcde el LS COLMIANOER'S TELEM-ONE (DEN & Dommorcial

Rank/First MI Last, DSN; 3:x-m-:oum&¢om OO 300200

DPECIF ACCOUPLIOHMENTD iLise 5ingw-L0808d, Dusel formad

ONS:
LIMITED TO 5 LINES FOR QUARTERLY AWARDS AND 10 LINES FOR ANNUATL AWARDS
BULLET FOEMAT MANDATORY
ACRONYM LEGEND IS PROHIBITED

AF FORM 1206, 20120926 FREVEDID EDNTIOND ARE QES0UETE FOR OFFICIAL USE OMLY  (Wmen fitea m)
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Attachment 10

BOARD MEMBER’S SCORE SHEET

Figure A10.1. Board Member’s Score Sheet.

(AMNMNCOSNCOCG

NOMIMNATION EVALUATION RECORDS
OCIVIVOL/CEREMONIAL GUARDSMANSRA BTI)

1. CATESORY

Adrman (AMN)

2 SUARTEREAR

2ad Quarte ~ |

SCORE SCALING: 100 - ADGSLASY Topd
55 - OUERANGNG Fecsnd
O - Few Could B Bater

LS - Sueeg Mscord
B0 - Shohly Fhgher TRON Averaoe
T.5 = Awerage

TO - SHGNSy Beitw AvErsge
B - Vel Beiow Aweraos
60 - Lowsst in Potental

3} NCRSEE A D

4. MARBATRE

Leadership and Job Peformanoe im Brimgey Cully. Sgn®oant
S ¥ imgivrseil Bade &F Commuitily Pedive et . RAMNE QRDER
TReF VORMEES L ALABNEF & LEOMBIER A ) A

SO RG R=1E0

& COMWMENTD (Confinee sl commealz on reeerse, F e 2zay]

T BOARD MEVBER S RAME (Last FFIL LADTE s AND

o DE B SRATURE

4 DATE ¥ Y YLRIDE

36 WG IMT 889, 20150209, W1

FREEAD BTN D CEIOUETE

FOR OFFICIAL USE OMLY [When Filled in)
fOVER)
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Attachment 11
BOARD PRESIDENT’S MASTER SCORE SHEET

Figure A11.1. Board President’s Master Score Sheet.

NOMINATION EVALUATION SUMMARY

1. CATEGORY
Alrmnan (Amn)

j 2. QUAHTEH.I'\.Z'EDA‘IHE 2nd Quartej

Place eoch board member's ranking beside the name of the nominee. Add up the rank order numbers for all nominees to get o cumulative
rank arder. The Aomines with the overall loweil cumulative rank arder will be declared the winner of their reipected cotegory of the Quarner
or Yiear, The selected winner is subject to commander's approval.

3, BOARD MEMBER'S MAMES AND ASSIGMED RATING COLUMM

COLURMN A COLURMN D:

COLUMMN B: COLUMM E:

COLURAMN C: COLUMMN F:

BOARD MEMBER'S RANKING CUMULATIVE FINAL RANK
PAMENT
NDMIH‘E:]NAMEi (s) RANKING CoO 1HE 5 ORDER
B C D F (&) (8]
0

9. BOARD PRESIDEMNT'S NAME [Last, First, Middie Inital] AND GRADE . SIGMATURE 11. DATE (MY YMBADD)
36 WG IMT 832, 20160125, V1 PREVIOUS EDITION IS DBSOLETE FOR OFFICIAL USE ONLY (When Filled In)



